Creating an Email Message
in
Outlook Web Access

Outlook Web Access (OWA) is the email application that KUSD provides for District employees. To create an
email message, you need to address it, enter a subject, and compose the message. You can also check spelling.

1 Start Safari, go to OWA, and log in.

2 In the tool bar at the top, click New Message.

EY NcﬁMessage [$) 23232 X [mide 5 View [ Messages %) [ @ Help

3 There are various ways to address a message.

& If you know the person’s email address, you can just type in the To, Cc, or Bec box.

{=18Send | o] | (| &, Importance NV/ ]()m.ions %) | Close | @ Help

[y To: eirvine@kusd.edy <

ch:

[ Bee:

Subject:

& If you know how the contact’s name or a distribution list’s name is entered in your Contacts or the
District’s global addresses, you can enter it in the To, Cc, or Bcc box and click Check Names &,
Separate multiple entries with a semicolon.

=ISend o] | (] & Importance  Normal 3] OptierfS None %) | Close | @ Help
[y To: eirvine@kusd.edu; Paul Irvine

[y Ce:

[y Bee:

Subject:
After you click the Check Names button, the name appears in the space above the box.

i=1Send | [ | 0 8 hpomCEM ) | Options %) | (3 % | X Close | @ Help
Elisa Irvine; Paul Irvine
Jrvi

FLH | N

ch:

59} Bea:

Subject:

Note that OWA also found the name for the email address and put it in the space above the box.



& You can also enter part of a contact’s or distribution list’s name, click Check Names &, and select from

ce  Normal 9‘ | Options [ None I-H [ 3 nﬂ% | X Close | @ Help

Elisa y'v s Paul Irvine
G To: anné&
(59 Ce
Gl Bee:
Subject:

Since OWA doesn’t know which Ann to choose from, the name appears in red above the box. Click it
to get a list of options.

{=18end | [o] | (] &, Importance  Normal B‘ | Options | None %) | 23 22 | X Close | @ Help

8\ One of the recipients can't be resolved.
Elisa Irvine; Paul Irvine; ann

mTo: |

ch:

159 Bee:

Subject:

Select the name you want to use (the name and email address are entered at the top) and click Apply.

Name: Ann Fredriksson
E-mail: afredrik@kusd.edu
Move recipiefit to: ® To Qce O Bee this recipient from the list

( Apply )( Cancel )

Microsgft Outlook Web Access found more than one "ann". Change to

e e Ann Fredriksson afredrik @kusd .edu

85 O Lou Ann Pitts Ipitts@kusd edu

84 ) Mary Ann Mancusi mmancusi@kusd.edu

& O Mary Ann Skold mskold @kusd edu
(O Ann Bosman abosman@kusd edu
(O Ann Brothen abrothen@kusd .edu

The contact appears in the space abovey)x.

=4Send | | | ] & Importance [ Normal [4) | Options/Kone #) | 232 | X Close | @ Help
Elisa Irvine; Paul Irvine; Ann Fredriksson

[y To:

[y Ce:

[y} Bee:

Subject:



If the name you need does not appear in the list or you decide not to use it, click Delete this recipient
from the list and click Apply.

/

=4
Move recipient to: QO To (®)s - O Bcc ) Delete this recipient from the list

(_ Apply )(_ Cancel )

heck Names
Microsoft Outlook Web Access found more than one "ann". Change to

Name E-mail address

84 O Ann Fredriksson afredrik@kusd edu

83 O Lou Ann Pitts Ipitts@kusd.edu

= O Mary Ann Mancusi mmancusi@kusd edu

84 O Mary Ann Skold mskold @kusd edu
(O Ann Bosman abosman@kusd.edu

You can search for a contact or distribution list. Click the Address Book button next to To, Cc or Bcec.

=4 Send | |l | (I B, | Importance | Normal ns | None %) | 23 &2 | X Close | @ Help
Eli e, Paul Irvine; Ann Fredriksson

Enter the contact’s name (last name, first name, or both) and click Find.

/

Display Name:
Last Name: [salani lv/ ] First Name:
Title: Alias Name:
Company: Department:
Office: City:
[ Name Phone Office Title Company Alias

Please enter the search information in one or more fields.

Add recipient .



Check the contact’s name and click one of the “Add recipient to” buttons (To, Cc, or Bcc).

Find Names

Display Name: /

Last Name: First Name: /
Title: Alias Name: /
Company: Department: /
Office: City:

®  Mary Salani
ary

Add rcipient 0.

The contact is added to the To, Cc or Bec box.

ESenle|ﬂ]ﬁ(|[mpu mletiuna[None H-ll%le%|><cluae|@He]p
Elisa Irvine; Paul jne; Ann Fredriksson

[EH To: msalani@kusd.eduv

[E3] Cc:

[E%] Bcec:

Subject:

& You can also start an email message from your contacts, however this only works for one person or
distribution lift in your contacts.

Click Contacts in the navigation bar on the left side of the OWA window.

G Outlook Web /Access
d Inbox

| @) Junk E-mail
5] Calendar
§—| Contacts
/] Tasks

D Folders

[=3) Public Folders
;__j Options

C@] Log Off




Find the contact or distribution list you want to send a message to and click its name.

8| New | Contact 9|.Enﬂ§,)(ﬁ

¥ Paul Irvine : Contacts

@ Houlihan, Mike

E-mail mhouliha@kusd edu

B Houte, Deborah
E-mail dhoute@kusd edu

B Howe, Caroline
E-mail chowe @kusd edu

B Huck, Debbie
Business Phone 4068
E-mail dhuck@kusd edu

Business Phone 8817
E-mail thuck@kusd edu

B Instructional Technology Group  (#|

Click the Send Mail to (contact or list) button at the top.

4\

=l | X | %3] CloseT @ Help

Instructional Technology Group I

Add to Distribution List

) 83 Suzanne Chernik schernik@kusd.edu
| @4 Ann Fredriksson afredrik@kusd.edu
] 8 Mary Salani msalani@kusd.edu

The message is addressed to the contact or group.

15end | (1] | By | Imporance ( Wdmal 19) | Options  None ) | Close | @ Help
[y To: Instructional Technology Group|

[ Ce:

(59 Bee:

Subject:

Enter a subject for the message.

i A R R o= W A Nore ) | 235 | X Close| @ Help
Elisa Irvipe; Paul Irvine; Ann Fredriksson

(o Tos msalanigkusd.edu

[y Ce:

[y Bee:

Subject: A Good Example|



Compose the message.

i=1Send | o] | (]| & | Importance | Normal BC Options | None %) | 23 2 | X Close | @ Help
Elisa [rvine; Paul Irvine; Ann Fredriksson
[y To: msalpni@kusd.edu
159 Ce:
[l Bee:
Subject: A Gopd Example
Attachments:
\l/
Creetigns!

I'm just puting together an exampel of how to create an email message in OWA. Thsnks for being my test sujbects!

Paul

6 Check the spelling. Although OWA for Mac doesn’t have a spell checker, Safari does.

With the cursor in the message area, go to Edit > Spelling > Spelling ... .

IE0§ View History Bookmarks Window Help

Undo Typing ®Z ‘
Redo {362 |
Cut #X
Copy #C
Paste ®V
Delete

Select All HA
AutoFill Form {+3A
Find » ‘

Spelling

Spelling... :
Check Spelling 3,

Special Characters... 3T Check Spelling as You Type

Use the Spelling dialog box as illustrated below to check the spelling of the message

Do not correct the word and do
not identify it as misspelled in

( Ignore )<&<———ro

this message again.

Do not correct the word and go
to the next word, but do not

(_ FindNext J<&——

ignore it next time.

Replace with the selected

8086 Spelling
Click the suggested Guess
. _— i
spelling that corrects fnutf:i':g 0 Coees
the error. outing <
. . puking 3
Word identified =
as misspelled ———————> puting ( Correa )
Dictionary
( English I%! ( Forget ) ( Learn )

“Guess” word.

Select a dictionary in another

language.

“

The word is correct; add to the
user dictionary.



